
This checklist supplements existing BLM guidelines.  Please refer to the BLM Acquisition Handbook H-2101-1 for Bureau
acquisition procedures.
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ACQUISITION PROCESS CHECKLIST

Serial #: ______________________

         Landowne r/Propo nent: ______________________

Project Name: ______________________

Step 1.  Planning/Funding

A. Verify compliance with the appropriate planning documents - using Turbo NEPA

_____ Resource Management Plan (RMP)

_____ Specific Activity Plan

_____ Other_________________________________

B. Determine Funding Source(s) and other Resources Congressional

_____ Annual Wo rk Plan (Wo rkmonths & O perations)

_____ Land W ater Conse rvation Fun d (proje ct-specific fund ing availability)

_____ Other_________________________________

_____ Target in Management Information System (MIS)

C. _____ Develop a Feasibility Report - explore and select options to attain property     (i.e. exchange, donation,

purchase)

_____ Contact potential partners, non -profits 

D.   Design ate Team  Memb ers (Nego tiator, Proje ct Lead, N EPA C oordina tor, etc.)

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

E. Identify Interest Owners

_____ Obtain Permission to Enter Private Land (Telephone Conversation - documented)

_____ Obtain T itle Comm itment from T itle Comp any in same C ounty as pro perty

_____ Notify Water Rights Specialist of proposed acquisition

F. Title Commitment review.

* Note: this is an o n-going revie w which will be r evisited sever al times during  the acquisition  process. 

Obtain the following land ow nership docume nts:

_____ Preliminar y commitm ent of title insurance  (from Title C ompan y)

_____ Vesting D eed(s) [mo st current dee d(s) of land o wnership] (fro m Title Co mpany)

_____ Tax Ide ntification Num ber (from th e County)

_____ Copies of all documents - encumbrances etc.

Review the land owne rship documents:
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_____ Verify that the leg al descriptio n and own ership inform ation match es on all the land  ownership

documents 

_____ Clear up any discrepancies before continuing

Verify information in Schedule A of Title Commitment (have title company issue Amended Title Commitment

if corrections are needed)

_____ Title commitment is on the correct form (ALTA U.S. Policy (9/28/91)

_____ Proposed  Insured is “United States of Am erica and its assigns”

_____ Title will vest in “United States of America and  its assigns”

Verify information in Schedule B of Title Commitment (have Title Company issue Amended Title Commitment

if corrections are needed).  This section will contain several exceptions which need to be reviewed for

accuracy/applicability and correction on a ca se by cas e basis  as needed.

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Step 2.  Pre-adjudication

A. Serialize Ca se file

B. Review the legal description

_____ Develop a working map of the area to be acquired (recommend plotting on a blank section grid and/or

a copy of the MTP)

_____ Verify that legal description in the land ownership documents (deed/title commitment, tax ID) meet

BLM  standards fo r acquisition/se nd to Cad astral for review  if questionab le. 

C. Verify land status from BLM Records

_____ Make copies of the following documents (to be placed in the case file):

_____ MT Ps and sup plementals

_____ HIs

_____ Survey Pla ts and supp lementals

_____ Run the following LR 2000 reports (to be placed in the case file):

_____ GEO - All systems - Geographic Report

_____ Mining cla im

_____ LLD

D. Review the above  BLM  re cords as follows:

_____ MTPs – Highlight the acquisition area and adjudicate all authorizations (rights-of-way, deeds of

reconveyance, etc.) and withdrawals (PLOs, Public laws, etc.) within that area 

_____ HI’s – H ighlight all items within the  acquisition ar ea and ad judicate all au thorizations (r ights-of-way,

deeds of reconveyance, etc.) and withdrawals (PLOs, Public laws, etc.) within that area 

_____ GEO  - Compa re authoriza tions or withdr awals on rep ort with data co llected from  MTP /HI; 
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*Note, if differen ces/discrep ancies/erro rs are found  at this time, have ap propriate  office (Reco rds, Field

Office, etc.) make corrections

E. Review the Title Commitment to determine surface and subsurface land ownership 

_____ Verify that the name of present ow ner on vesting deed and  title commitment matches exactly

_____ Clear up q uestions abo ut divorces o r decease d propo nents and ge t necessary sup porting do cuments

_____ Verify that mineral reservations (if any) in vesting deed and title commitment match BLM records and

chain of title;

* Note: you  may need to  get comp lete chain of title if vesting  deed infor mation is que stionable

Get pertine nt docum ents from the T itle compa ny as neede d if the following a pply:

_____ Trusts - Copy of Trust Agreement

_____ Corporations

_____ Copy of Articles of Incorporation

_____ Certified copy of Resolution of Board of Directors authorizing transaction

_____ Authority to do business in Arizona, if out-of-state corporation

_____ Current Certificate of Good Standing

_____ Government Entities and Municipal Corporations - Copy of Statute authorizing them to hold real

property or a citation to the State law that provides such authorization

_____ Partnerships

_____ Full name of all partners

_____ Copy of A rticles of Partn ership

_____ Written request if transfer is to be made out to Partnership rather than partners’ names

Surface Owner _____________________________________________________________

Subsurface Owner _____________________________________________________________

Managing Agency _____________________________________________________________

F. LR 2000 Cod ing

_____ Follow checklist and national standards for updating LR 2000

Step 3. Acquisition Processing

A.  Appraisal Req uest

_____ Complete Appraisal Request (Form 9300-08 ) 

_____ Obtain 7.5 minute Topographic Quadrangle Map (topo map) with land depicted on 8 ½ x 11size 

_____ Send Appraisal Request Form w/attached copies of topo map and Title Commitment to Appraiser

B. _____ Request verification from Water Rights Specialist of applicable and transferrable water rights on the

subject property (send copy of Appraisal Request and copy of permission to enter private property);

Water Rights Sp ecialist needs to provide AD WR filing or claim num bers.

C. Develop an Offer to Sell Package (there are templates for documents available from State Office)

_____ Write letter  to landow ner explainin g value Bu reau can o nly pay Ma rket Value  as set-out in

appraisal and do cuments enclosed as follow s:
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_____ Develop “Offer to Sell” Document as an enclosure to letter for landowner(s) signature(s) and

MUST be notarized (is a binding contract between landowner and Bureau) 

_____ Include specific Water Rights ADWR filing and claim numbers associated with water rights on the

subject pro perty 

_____ Obtain Document Control Number for Transaction from State Office Resources Division DSD

staff assistant and inc lude on V oucher C ertificate

_____ Type Form  1370-32 V oucher Certificate with appro priate information (i.e. landowner ad dress,

escrow nu mber, T itle Comp any Tax Id entification N umber, A ccount W iring Informa tion etc.)

_____ Check the Type of Disposition box on Form 1370-32: Obligation

_____ Check the  Type o f Case box  on Form  1370-3 2: Fee Sim ple

_____ Check the Type of Payment box on Form 1370-32: Consideration

_____ Obtain signature of State Director for obligation of funds on Form 1370-32

_____ Send completed Voucher Certificate Form 1370-32 to go as enclosure to Offer to Sell Package

(i.e. all parts - white, pink, blue, yellow, green) for landowners signature(s) and have entire form

1370-32 returned to BLM

_____ Mail Offer to Sell Package to landowner; send “Certified Return Receipt Requested”

_____ Received signed Offer to Sell package from landowner

Note: We generally do not proceed with the following steps until a signed Offer to Sell package is received

from the land owner; h owever, this can be chang ed by Ma nagement.

D. Hazardou s Materials Repo rt Request

EITHER

_____ Utilize qualified BLM staff to conduct Phase I inventory (more levels of inventory may be necessary

depending on what is found on the ground)

OR

_____  Hire a co ntractor to co nduct the ne cessary level o f inventory if no B ureau per sonnel availa ble ( sole

source if under $2500.00) pay with credit card

_____ Prepare Contracting Officer Package (i.e. requisition with 3 estimates if over $2500.00)

_____ Contracting Officer to let contract to selected vendor 

_____ Receive comp leted Hazardo us Materials Repo rt (a minimum of two cop ies)

 _____ Request review of Hazardous Materials Report by State Office Coordinator and memo of approval for

file documentation

E. _____ Perform a Relocation Assistance Assessment and complete template form for file 

F. _____ Develop National Environmental Protection Act (NEPA) document and Record of Decision

(Interdisciplinary Team)

G. _____ Conduct a site inspection and complete Form 2060-3 Certificate of Inspection and Possession (CIP)

H. _____ Obtain M anageme nt Accep tance/Signa ture on all per tinent docum ents as follows: O ffer to Sell,

Hazardous Materials Report, NEP A Decision Document, Administrative Acceptability Determinations

of title encumbrances... or any other documents specific to the acquisition case.
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I. Prepare Obligation of  funds package

_____ Memorandum to National Business Center to Obligate funds (see template)

_____ Obtain State Director’s signature for obligation of funds on Form 1370-32

_____ Include O NLY  Pink cop y (Obligatio n) of Form  1370-3 2 (signed b y landowne r with Offer to S ell)

I. _____ Prepare  and/or Ad minister contra cted-out  wo rk (i.e. Appr aisal, Haza rdous M aterials Invento ry,   

Relocation and Survey

J. _____ Perform Title Clearances (Perfect Title, obtain copy of amended Title Commitment) - See Step 1.F.

above.

K. _____ Develop Draft Closing/Escrow Instructions (this will be part of the title assembly package under Step

4.b.)

L. _____ Prepare Draft General Warranty Deed

*Note:   If other than a General Warranty Deed (e.g., Special Warranty Deed) is used (Refer to Dept. of Justice

2001 Stan dards) , request special consideration from Solicitor for approval of deed

Step 4. Preliminary Title Opinion (PTO)

A. _____ Perform  quality assuranc e review of A cquisition File

B. Request Preliminary Title Opinion

_____ Prepare memorandum to request Solicitor review  

_____ Assemble title package for S olicitor review (with ALL cop ies of documents)

_____ Make tw o copies o f title assembly pa ckage, one  copy for the  Solicitor and  one for the ca se file

_____ Tab each attachment and identify on correlating tab marker

_____ Obtain F ield Office M anager’s signa ture on mem orandum  and pertine nt docum ents

_____ Transm it request for P reliminary T itle Opinion  memo an d tabbed  title assembly pa ckage to S olicitor’s

office for review

Step 5. Closing

A. _____ Review Preliminary Title Opinion rendered from Solicitor

B. _____ Make corrections and resolve issues identified by the Solicitor in the PTO

C. _____ Finalize Esc row/Closin g Instructions a gainst rende red Prelim inary Title O pinion; instruct T itle

Company to record original deed and deliver to Office of origin (your office).

D. _____ Request funds transfer to Title Company via Form 1370-32.  Check box on Form 1370-32 Type of

Disposition: Disbursement and forward ONLY white (Disbursement) copy with memo to National

Business Center to D isburse Funds.

E. _____ Obtain Title Policy and recorded deed from respective Title Company - Review for ALTA 9/28/91

policy; clear of all taxes - current or assessed and/or any encumbrance not administratively acceptable.

F. _____ Retain original invoice for payment of Title services - Keep DO NOT PAY until Final Title Opinion

has been rendered by the Solicitor.
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Step 6. Final Title Opinion

A. _____ Perform quality assurance review of Acquisition File (make sure that requirements of the Preliminary

Title Op inion have b een met)

B. _____ Transmit case file with memorandum to AZ957 (memo to request the Final Title Opinion)

_____ LR2000  Coding - Refer to N ational Standards  

C. Request Final Title Opinion (Completed by the State Office AZ957)

_____ Prepare memorandum to request Solicitor review  

_____ Assemble title package for Solicitor review (with ALL copies of documents)

_____ Make two copies of title assembly package (one copy for the Solicitor and one for the case file)

_____ Tab each attachment and identify on correlating tab marker

_____ Obtain Associate State Director’s signature on memorandum

_____ Transmit request for Final Title Opinion memo and tabbed title package to Solicitor’s office for review

_____ Receive and review Final Title Opinion - Notify Field Office Received

D. Title Servic es Payme nt (Completed by the Field Office)

_____ Retrieve ORIGINAL title services invoice (previously sent with Title Policy from title company)  

_____ Provide  person in F ield Office ho lding credit ca rd an invoic e marked : approve d for paym ent - with

your signature and date  - retain copy to forward to State Office 

_____ Forward  copy of invo ice/paymen t receipt to AZ 957 to b e included  in the case file

Step 8.  Administrative File Closure:

_____ Update LR 2000

_____ Accept a nd file original re corded  deed in Sta te Office bo ok (AZ 9 57) cop y included in c ase file

_____ Request notation of acquisition to MTP/HI

_____ Close file or re tain open fo r Field Office  administratio n ( i.e. wildlife habitat e tc.)

_____ Report accomplishment in MIS

_____ File retained  in Central Files at State Office unless needed for administration in Field Office.


